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Chapter 1:  Getting Started 

Welcome to the Web Interface 

This document is created for all end users of the TennCare Pre-Admission Evaluation Submission 

System (TPAES).  It describes how to use the standard features of the Web interface, such as 

reports, searches, and item actions.  This document is intended to help all users work through the 

life-cycle of the Pre-Admission Evaluation (PAE) and Pre-Admission Screening and Resident 

Review (PASRR) processes for Long Term Care (LTC).  The Web interface is the end-user 

interface of the TPAES system, which enables users to enter and track primary items (PAEs, 

PASRRs, Transfers) and report on these items. 

About the Web Interface 

The application is accessed from a Web browser.  The Web interface reflects the Division of 

Long Term Care‟s tracking processes, which are represented by applications.  Applications 

enable you to track items in a workflow process, gather information for auxiliary items that 

support but do not follow that process, generate reports, and more.  An example of an application 

is a Level of Care Determination.  The information and features to which you have access are 

determined by the system administrator.  For example, your administrator can grant you 

privileges to submit and update items in certain projects.  Common tasks in the Web interface 

include:  

 Submit, transition, and update primary items.   

 Create, edit, and run reports related to both primary and auxiliary items.   

 Organize your frequently accessed items and reports in folders. 

 Search for items that you have privileges to view. 

 Modify your user profile. 

 Subscribe to e-mail notifications for specific items. 

 Access the Application Knowledge Base. 

 Perform limited administrative tasks. 

Application Concepts 

These terms are used in the user documentation found in the Application Knowledge Base.   

 

 Application - A collection of elements that work together in an interactive business 

process to solve a business requirement, such as managing a team's work tasks.  

Applications typically contain workflows, fields, forms, roles, projects, reports, and 

notifications. 

 Application Tabs - Application tabs filter the buttons on the Application toolbar for each 

application in the Web interface. 

 Primary Item – Items that are submitted into projects in the Web interface and that 

follow an application workflow process. 

 Auxiliary Item - Refers to items that are stored in auxiliary tables.  Auxiliary items 

support, but do not follow, an application workflow process.  Auxiliary items typically 

consist of information that is related to the information in primary items.  Auxiliary table 

records are useful because they store auxiliary information that can be referred to 

repeatedly by one or more applications.  Contact (Applicant) and company records are 

examples of auxiliary items. 
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 Project - A collection of primary items submitted by users.  Projects are displayed 

in a hierarchy, with each level of the hierarchy representing a different project.  A 

project is a means for organizing items. 

 Application Workflow - A collection of states, transitions, and fields that define an 

interactive business process that is executed by the application engine. 

 States - A key element of a workflow, states are positions that a primary item resides in 

while moving through the workflow process.  States can also be considered a stopping 

point along a workflow's path. 

 Transitions - A key element of workflows, transitions activate a primary item's 

movement from state to state in the workflow process. 

 Primary Owner - To provide accountability for primary items, a primary owner is 

designated for each state in the workflow.  Users can only select a single user as a 

primary owner for each state in which the item resides.  This ensures that primary items 

always have one user who is primarily responsible for them while they reside in each 

state. 

 Secondary Owner - Designers can set up a workflow so that one or more users are 

secondarily responsible for items while they reside in a particular state.  A single User, 

Multi-User, or Multi-Group field can be used to populate the secondary ownership 

property. 

 Forms - The pages in the Web interface in which users submit, transition, and update 

items.   
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Chapter 2:  Basics of the Application 

Access into the System 

Begin by logging into the TennCare Pre-Admission Evaluation System (TPAES).  Enter the 

website https://tcreq.tn.gov.  The user will be prompted to enter a unique User Name and 

Password.  The User Name will be a unique identifier that is issued by the State of Tennessee.  

The password will be created by TennCare and relayed to the user. 

 

 
 

Changing the Password 

Eventually, the user will be able to create a new password by clicking once on the User Profile 

icon in the upper left hand corner of the application screen, next to the user‟s name.  Passwords 

for this application must be 

specifically formatted to match 

these criteria:   

 At least seven (7) characters 

in length 

 Contain at least one capital letter and one special character 

 Contain at least one number 

Type the new password in the appropriate entry field and tab down to re-enter the password.  

Select “Save profile.”  The new password will be set for the next session.  For help with User ID 

and Password reset, please contact TennCare‟s Serena Customer Service Coordinator at 1-877-

224-3170. For more information on support, refer to Chapter 9: Support. 

User Profile 

The User Profile should also be used to update personal information such as email address and 

phone number.  When all changes are made, select the “Save Profile” button. 

Exiting the Application 

At the end of the working session, please log out or 

exit the system by clicking the “Exit” icon on the 

upper right corner of the application. 

http://www.tcreq.tn.gov/


TennCare Pre-Admission Evaluation Submission System 

Page 6 of 34 

User Preferences 

Setting “My Projects” 

Users can set the types of PAEs they normally submit to TennCare for Medical Necessity 

Determination.  To do this, the user will click on the “Submit” pane and under “Advanced Tasks:” 

select “Manage My Projects” on the left side of the screen. 

 
 

The user will then be able to select what PAE or Transfer types are most often submitted to 

TennCare.  To do this, highlight the PAE type (Level I, Level II, Transfer-Level I to Level I, etc…) 

and click the right arrow. 

 

 
 
Once all types are listed in 

“My Projects,” the user may 

select “Save” for future 

submissions.  The system will 

generate a message to inform 

the user that “the changes 

were saved successfully.”  

Now these PAE types will be 

the only ones that are 

displayed for selection. 
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Home Page View 

All submissions can be viewed by the last five (5) digits of the Control Number (Item ID) by 

clicking “Home.”  Submissions are grouped by submission type (i.e. NF Level I, Transfer from 

Level I to Level I, etc…).  Nursing Facilities, AAADs and MCO users will see a split view.  The 

top view is PAEs that have not yet been submitted.  The bottom view shows the status of their 

patients‟ PAEs that have been processed by Long Term Care.   
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Chapter 3:  Submit a New Pre-Admission Evaluation  
When the user‟s preferred PAE types have been set by following the steps in Chapter 2, “Setting 

„My Projects,‟” to submit a new Pre-Admission Evaluation (PAE), click on “Submit to my 

Preferred Projects.” 

 

 
 

Select the type of PAE or you are submitting for Medical Necessity review.  If the user needs to 

submit a request and the form is not listed in “My Projects,” click on either “Advance Search:  

Browse and submit to a Project” under the submit navigation 

section or “Browse Submit Tree” in the upper right corner to see 

all submission types.  All [+] marks should be clicked to open 

the full submission tree. 
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Completing the Pre-Admission Evaluation Form 

The electronic version of the PAE is similar in flow to the paper version.  TennCare will continue to 

require certain elements to be complete and correct before a decision is rendered to approve or deny 

the PAE for medical necessity.   

 

To see a larger version of the forms, the user should move to the left side of the page and click on 

the double left arrow in the “Submit” section of the menu.  
 

 

Applicant Information 

The first step is to begin with the applicant information by filling in all information indicated on the 

form.  The initial entry will be the Provider‟s drafting state.  All required fields are indicated with 

red text.  To move from the top of the form to the bottom to ensure all fields are entered, use the 

scroll bar on the right side of the window. 

 

The next step is to fill in all of the information about the applicant (patient).  If the Medicaid 

Identification Number (MID) has been issued, please enter it AND the applicant‟s Social Security 

Number.  If there is no MID, please enter the patient‟s valid Social Security Number.  Entering a 

Social Security Number other than the applicant‟s will result in the PAE being returned for 

technical requirements not being met.  The Medicaid Identification Number is a numeric field.  The 

provider will not be allowed to enter “pending.” 
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Service/Reimbursement Requested 

In a CHOICES PAE, the submitter has to choose whether they are requesting nursing facility or 

HCBS services.  

 
This choice is made under the applicant information. Based on the selection different fields will 

appear. All fields that appear will need to be answered. The nursing facility selection will require 

the submitter to choose a reimbursement level, answer whether or not the applicant currently 

resides in a NF, what their admit date was and if there is a discharge expectation. The submitter will 

search for the name of the provider and ensure that the proper name is showing in the selection 

(bottom) box. Lastly, the submitter will need to enter the fax number where they would like the 

system generated faxes sent. 

 

 
 

When HCBS is selected, the submitter will choose a cost cap level, target group and make a 

selection for the SSI Eligibility Request. The submitter will also need to enter a fax number where 

they would like the system generated faxes sent. (HCBS will also require completion of the Cost 

Neutrality tab, see below.) 
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Request Info  

The top sections of the Request Info tab include system generated information and enrollment 

information that will be completed after the medical eligibility is determined. The designee 

information is included in this tab and is to be completed by the submitter.   

 

 
 
If the applicant has a designee, please fill out all information.  If the applicant DOES NOT have a 

designee, please indicate that by checking the box “Designee Not Provided.” 

 

Based upon the log-on identification, the “Submitting Agency” fields will be automatically 

populated. 

 

Note:  After all fields are complete, use the scroll bar on the right to move to the top of the screen.  

DO NOT click “OK” until ready to submit the PAE. 

 

Functional Assessment/Assessment of Capabilities and Needs 

Once all demographic information is complete, move to the Functional Assessment or Assessment 

of Capabilities and Needs tab to fill in all questions regarding the applicant‟s activities of daily 

living (ADLs). 
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CHOICES PAEs will have questions that must be answered as “Always, Usually, Usually Not or 

Never.”  Be advised that the drop down list is in alphabetical order, 

so please carefully select the correct response. 

 

Questions that are not applicable for the patient (e.g. catheter, 

wheelchair or insulin), may be left as “(None)” for the response.  

There is an additional comments field at the bottom of this tab where 

providers can further clarify any information for TennCare.  For 

example, if a patient cannot perform their own wound care, this would be appropriate to include in 

this comments section. 

Nursing & Rehabilitative Services (NF Level 2 PAEs) 

Once all questions on the Functional Assessment tab are answered, move to the Nursing & 

Rehabilitative Services tab.  This tab of information must be filled out when completing a PAE for 

Level 2 reimbursement.  Please refer to the physician‟s orders when indicating the services that are 

being provided to the applicant.  Also found under each skilling service is the specific 

documentation required to be submitted with the PAE.  The nurse reviewers at TennCare request 

that providers select the one skilling service that will allow the most time to receive Level 2 

payment.  The documentation (physician‟s orders, progress notes) that supports that particular 

service needed should be attached to the PAE upon submission.  This will help to minimize the 

documentation for review. 

  

 
 
There are comment areas at the bottom of the page that can be used to expound on any additional 

information needed for the TennCare nurses to make a determination. 
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Certification 

When all information for the PAE is completed, the submission must then be certified by the person 

who has completed the PAE information as well as by the prescribing physician.  The certification 

information will be captured on the Certification tab. Also on this tab are the fields to be completed 

for the diagnosis, PAE request date, Physician or Level of Care assessor‟s name and date of 

certification. 

 

 
 

TennCare requires that the certification page from the PAE be printed from this system, physically 

signed by the physician, scanned, and attached as part of the PAE submission.  The steps to perform 

this function are outlined later in this manual. 
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Cost Neutrality 

An additional tab for providers submitting CHOICES PAEs for HCBS services is the Cost 

Neutrality.  Providers will indicate which of the services listed the applicant is or will be receiving 

through Long Term Care, and enter all other information required for the service (i.e. provider type, 

amount, frequency, etc..). All totals are automatically calculated. 

 

 
 

Admit Screen 

The final tab to be completed is the Admit Screen Tab. The information on this tab will need to be 

completed before the applicant is to be enrolled in the CHOICES program. The submitter can 

complete this information on initial submission or they will be able to complete it after submission 

by utilizing the Update Admit Screen button on approved PAEs. 

 

 

 
 
Once all tabs within the PAE have been filled in, the facility is able to save that submission in a 

“draft” status prior to submitting to TennCare.  This will allow any changes that might need to be 

made or outside reviews that need to occur before submitting.  Click the “OK” button at the top of 

the page. 
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Finalize PAE 
When the PAE is ready to be finalized and submitted to TennCare, search for the PAE in the 

“Awaiting Submission” report and click once on the blue item ID to open the PAE.  When the PAE 

is open, click the “Finalize PAE” button at the top of the form. 

 

 
 
At this point, the user completing the PAE will be able to make any changes necessary prior to 

printing a copy for the LTC provider.  Once all changes are made, click “OK” at the top of the 

form. 

Attachments 

Any attachments that are required are listed on the Certification tab.  Please read through the 

requirements necessary to submit a PAE for medical necessity consideration.   

 

 
 
The next step will be to attach electronic copies of documentation.  To attach electronic 

documentation, move to the top of the application and go to “Actions:” 

 

 
 
Select “Add File” and a dialog box will pop up to allow the user to add attachments from the 

computer.  Select the “Browse…” button to search the computer‟s files for the correct documents to 

attach.   
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Select the Medical Records, Physicians Order, etc… and upload those into the submission. 

 

 
 

TennCare asks providers to name the document with the patient last name, first name, and the type 

of document that is being attached.  Click “Upload & Attach File.”  Make sure the box is checked 

to automatically close the window when complete.     
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When the file is attached, it will be displayed on a tab labeled Attachments at the bottom of the 

screen.  Ensure you are looking at the Patient/Provider Information tab to see the Attachments tab 

when adding documents.  These steps may be repeated as often as needed to include all 

documentation needed to support the PAE. 

 

 
 

Once all attachments are made, click “OK” at the top of the screen. 

Produce Printable Copy of the PAE 

Now the ability to print a PAE is available for the provider.  Click on “Produce Printable Copy” at 

the top of the form. 
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The system will automatically produce the printable copy for you after you click the button.  It will 

not print the document, but it will create it without any additional steps.   

 

When the document has been created, the PAE will be located on the Related Items tab at the far 

right side of the submission.  Find the “Generated Attachments” section on this tab and single-click 

on the icon next to the PAE to open the attachment. 

 

 
 
The PAE will open in a new window.  Scroll all the way to the bottom of the new window to the 

section called “Attachments.”  Single click on the blue text of the document name.  Again, this will 

pull up another window with a printable copy of the PAE.  Right click on the mouse to open a print 

option.  Once the PAE is printed, please obtain a physical signature from the physician on the 

certification page beside their type-written name.  Additionally, the person certifying the accuracy 

of the PAE contents should sign beside their type-written name as well. 
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Chapter 4:  Submit to Long Term Care 
When the form is complete and all required attachments are included, the PAE is ready for 

submission.  Once the physical signatures are obtained on the PAE, click the “Submit PAE” button 

at the top of the form.   

 

 
 

Notice the word “File” on the next form next to “Actions:” at the top. 

 

 
 

The signed certification page must now be attached to the PAE.  Follow the steps outlined in the 

previous section on pages 16-18 on how to attach a file.  When the attachment has been loaded into 

the submission, click “OK” to submit the PAE.  If there are any errors throughout the form, the user 

will be prompted at the top of the page with an error message in red text.  The field where the error 

exists will be indicated.  The submission will not be allowed until all errors have been resolved. 

 

Once the item has been submitted to LTC, the application will give the submitter a tracking number 

for that PAE with a message that the item was successfully transitioned.  
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The user will receive a notification via email that the PAE has been submitted.  The submitting 

entity will not have access to make corrections until the PAE is reviewed and a decision by LTC 

has been rendered.  

Control Number 

Each PAE that comes into the Division of 

Long Term Care (LTC) receives a “Control 

Number.”  This number is located at the top of 

the “Patient/Provider Info” tab.  This is how 

LTC will identify the individual PAEs 

submitted for an applicant.  It will be very important for providers and caregivers to refer to this 

control number for any correspondence regarding this PAE.  If a provider must update any 

information on the PAE such as a certification update, the user will access the existing PAE by the 

control number. The control number is assigned to the PAE once it has been transitioned to 

LTC for review. 
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Home Page Report 

 

 

The picture above is an example of the submitter‟s home page report.  There are two reports 

available; 1) Items that have not been submitted (pending in a draft state) and 2) Items where a 

disposition has been made by the Division of Long Term Care.  Notice the Item ID, Applicant 

(patient) Name, Applicant Social Security Number and the Current Status.  The status report will 

also show the Submit Date and the date the Division of Long Term Care made a determination.  

Only submissions that have an approved or denied status will appear on this view.  Once a PAE has 

been submitted to LTC, it will not be visible until there is a determination.  The status of the PAE 

will also be located on the top section in the Patient/Provider Info Tab. 

Obtaining the PAE Status 
Once a PAE has been submitted to TennCare, the submitting entity can log back into TPAES to 

check the status of their submission.  Please follow the steps outlined in Chapter 2 to log into the 

system.  The submitter‟s home page report will show the status of submission where the Division of 

Long Term Care has made a determination.  The last five (5) digits of the assigned control number 

must be used to locate the item in question.  This is also known as the “Item ID.”  Click once on 

number of the “Item ID” to open the PAE.   

To see the expanded view of the PAE, click on the “Expand this Report View” icon at the top right 

corner. 
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Viewing Notification Documents 

Once the Division of Long Term Care has made a determination on the PAE, the provider 

notification can be found within the individual submissions.  Select the item by clicking once on the 

Item ID.  The notification will be located on the 

Related Items tab.  Move to the Generate Items 

section on the Related Items tab to view the 

notifications that have been generated.  Click once 

on the icon beside the notification.  This will open 

a new window where the document can be viewed.  When a document is open, the letter is 

displayed and additional information is at the bottom of the screen.  There will be a section called 

Attachments at the bottom of the letter.  If the letter needs to be printed for a hard copy file, press 

the “Shift” button and single click on the mouse at the same time.  This will open the letter into 

another window where the user has the option to print.  The user can now “File:Print.”  Note:  

When opening attachments, the user may encounter a “Pop-Up Blocker error.”  Always allow pop-

ups from the Serena website. 
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Chapter 5:  Submit a New PASRR 
This is applicable to Nursing Facility Level 1 and Level 2, transfers from Level 1 to Level 1 and 

transfers to a nursing facility from an HCBS program. 

 

 
 

Select Level 1 PASRR from My Projects.  If the user needs to submit a request and the form is not 

listed in “My Projects,” click on either “Advance Search:  Browse and submit to a Project” under 

the submit navigation section or “Browse Submit Tree” in the upper right corner to see all 

submission types.  All [+] marks should be clicked to open the full submission tree. 
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Patient/Provider Information 

The first step is to begin with the Patient/Provider Information tab by filling in all information 

indicated on the form.  The initial entry will be the Provider‟s drafting state.  All required fields are 

indicated with red text.  To move from the top of the form to the bottom to ensure all fields are 

entered, use the scroll bar on the right side of the window. 

 

Based upon the log-on identification, the “Submitting Agency” fields will be automatically 

populated.  If the Provider of services is the same as the Submitting Agency, check the box located 

in “Submitting Agency” that states “Check here if the service provider is the same as the submitting 

agency.”  The information will not automatically populate upon checking this box; however, it will 

be populated when submitted to TennCare.   

 

 
 
The next step is to fill in all of the information about the applicant (patient).  If the Medicaid 

Identification Number (MID) has been issued, please enter it AND the applicant‟s Social Security 

Number.  If there is no MID, please enter the patient‟s valid Social Security Number.  Entering a 

Social Security Number other than the applicant‟s will result in the PAE being returned for 

technical requirements not being met.  The Medicaid Identification Number is a numeric field.  The 

provider will not be allowed to enter “pending.” 
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If the applicant has a designee, please fill out all information.  If the applicant DOES NOT have a 

designee, please indicate that by checking the box “Designee Not Provided.” 

 

 
 

Note:  After all fields are complete, use the scroll bar on the right to move to the top of the screen.  

DO NOT click “OK” until ready to submit the PASRR. 

 

PASRR Level 1 Assessment 
 

 
 

All of the fields under “Mental Illness” and “Mental Retardation” are 

required and must be answered with either a “no” or “yes.”  The person‟s 

name and credentials certifying the PASRR questions will need to be typed 

into the “PASRR Certifier” and “PASRR Certifier Credentials” fields and 

indicate the date completed in the “PASRR Certification Date” field.  
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Once all questions are answered, if applicable, users must indicate if there are any PASRR 

exemptions by checking the appropriate box(es).  If there are any exemptions checked, the 

physician‟s name that is certifying this should be typed into the “PASRR Physician” field and the 

date indicated in the “PASRR Physician Signature Date” field.  If there are exemptions, the paper 

PASRR page 2 should signed by the physician, scanned, and attached with the submission. 
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Chapter 6:  Revise a PAE 
When a PAE has been denied, a provider may have to update information such as correcting an 

applicant‟s Social Security Number, updating information in the Functional Assessment tab or other 

such edits.  To perform this function, start at your home page and choose the PAE for revision from 

the list of existing PAEs.  To search by control number, the user must type the last 5 digits into the 

search field.  When the PAE is found, open up the case by clicking once on the control number or 

item ID.  When the form is opened, the user may click on the “Revise” button at the top of the 

form.  This function creates a copy of the original submission; therefore the control number will be 

followed by .1 or .2 depending on the revision number (e.g. 2008334-03325.1).  Each subsequent 

revision will follow in numerical order. 

 

 
 

 
The user must now click the “Edit” button.  All fields are now available for editing.  Once all 

revisions have been made to the form, the PAE can be re-submitted by selecting the “Re-Submit 

PAE” button.  If there is additional documentation to attach, follow the steps outlined in Chapter 3.  

Please take time to ensure all information is correct as once the submission button is pushed, it will 

transmit to LTC.  The submitter will not have access to make corrections until a determination is 

made by LTC. 

 

A confirmation message with a new control number will appear on the screen.  Always search by 

the new control number to get a status of the request. 
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Chapter 7:  Recertify an Approved PAE 
When a PAE has been approved, a provider may have the option to recertify the PAE.  This 

requires updated information on the Certification of Care tab, in the following fields:  “Revised 

PAE Request Date,” “Revised Certifying Physician,” and “Revised Physician Certification Date.”  

To perform this function, start at the user home page and choose the PAE for recertification from 

the list of existing PAEs.  To search by control number, the user must type the last five (5) digits 

into the search field and click “Go.”  When the PAE is identified, open up the case by clicking once 

on the control number or item ID.  When the form is opened, the user may click on the “Recertify” 

button at the top of the form.  This function creates a copy of the original submission; therefore, the 

control number is 

followed by .1.  

Each subsequent 

recertification will 

follow in numerical 

order.  Always 

search by the new 

control number to 

get a status of the 

PAE.   

 

 
Next, click the “Start Recertification” button at the top of the form. 
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Upon clicking the “Start Recertification” button, the user now will be able to update the 

Certification for the approved PAE.  Click on “Recertify PAE” button.  Review the information 

provided and update the information on the Certification of Care tab, in the following fields:  

“Revised PAE Request Date,” “Revised Certifying Physician,” and “Revised Physician 

Certification Date.” 

 

 
 
Click “OK” accept the changes and a confirmation message and a new item identification number 

will appear on the screen. 
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Chapter 8:  Transition Process (MCOs Only) 
 
When a PAE needs to be transitioned from one group to another the approved PAE needs to be 

“Transitioned”. This process is only available to MCO users. The submitter will begin by clicking on the 

Request Transition button on the approved PAE. 

 
 

The user will then navigate to the Transition Info tab and complete the fields listed on the screen. When 

complete, the user will click OK and the transition will be sent to TennCare. 
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Chapter 9: Support 

Online Support 

A user can contact TennCare with a support issue online. To submit a support issue online, the user will 

need to click on the Support tab, which is at the top of the screen next to the PAE tab.  

 
 

Once in the support tab has been opened, the user will need to submit the support issue much like a PAE is 

submitted. Start by clicking on the submit button on the left side tool bar.  

 
 
Next click on “Submit to my Preferred Projects” (If the appropriate selection does not appear, the user can 

change their preferred projects by following the instructions in section titled Setting “My Projects” in 

Chapter 2). 

 
 

 

 

 

 

 

Next, the user will need to click on the LTC Application link. 
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The user will fill out all information and click OK.  

 
 
The issue will be properly routed within TennCare and the user will be contacted via phone or email with 

the resolution 

Phone Support 

If the user is unable to login to the application to submit a support issue, the user can contact TennCare‟s 

Serena Customer Service Coordinator at 1-877-224-3170. This line will be answered in the order of calls 

received, so users should utilize online support whenever possible.  

Issue Resolution 

TennCare will make every effort to resolve all issues in a timely manner. 
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Chapter 10:  Reports 

Accessing Built-In Reports 
Begin by moving to the navigation pane on the left side of the screen.  The options are: Submit, Search, 

Reports, Favorites, Public Folder and Knowledge Base.  Click on the Reports bar.  Single-click on “Find 

Reports” under the basic tasks section.  The user will be able to “Find a Report” and search by title.  To see 

all reports that are available, click the “search” button.  As of Spring 2009, there are 60 reports to choose 

from.  The report titles are indicative of the content found in the report.  Many reports prompt the user to 

enter a date range for the information requested. 

 

 
 

Once in a report, the user can export it to Excel if needed.  To search for a different report, click the “Back 

button” on the internet explorer page until reaching the search screen shown above.  If the title of the report 

is known, the user can just type that into the “Search by Title” field and click “Search.” 

 

When a user is viewing a report that will be used 

often, the report can be saved to the user‟s 

“Favorites” folder.  To do this, move to the upper 

right hand corner of the page and single-click on 

“Add to Favorites” icon. 

 

The name of the report will populate in the pop-up window and the user selects where to place the link to 

this particular report.  Click on the drop down box and select “Favorites” then click “Save.”  The user will 

be prompted that the report has been saved.  To access Favorites, go to the navigation panes and click on 

“Favorites.”  All reports or items the user has saved to their “Favorites” will be listed in this area. 
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View all PAEs (Active and Inactive) 

To see a listing of all PAEs whether active or inactive, move to the navigation pane on the left side and 

click on “Reports.”  Under “Advanced Tasks:” click on “Browse Built-In Reports.”  On the right side, a 

listing of available reports will appear.  Click on “Built-In:  All Items I Own.”  This report will give the 

provider the full listing of all PAEs previously submitted and approved/denied. 


